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The Chair of the academic department will work with their Business Manager/Director of
Administrative Services to determine the funding available and position number for filling of a
tenure/tenure track faculty position in the unit.

The Department Chair will then engage the Dean in discussions regarding the proposed faculty
hire based on department need and any salary funding if needed. Typically, these will be
positions already outlined with the Dean in the departments faculty staffing plan.

The University strives for a diverse set of employees in order to develop a high-performing,
engaged community. Search Committees are expected to be diverse, particularly with respect
to race/ethnicity and gender. Hiring Officials are expected to consult with the Equity
Administrator before the Search Committee is identified.

Once the Dean has agreed to the filling of the position, the department would proceed with the
Workday process for hiring. After a search is completed along with an Equity Review, the Dean
should be contacted by email for approval to make a contingent offer and start-up negotiations
by the Chair. The email to the Dean should include a summary of the reasons for hire,
anticipated starting salary, and any other commitments being requested from the Dean, Provost,
and VPR. Approval will include a cc to the Assistant Dean for Finance and the Assistant to the
Dean.

When the Dean’s approval to make an offer is granted and candidate negotiations have been
verbally agreed to, contingent upon University approval, the department should submit the
following in DRAFT form for initial review. Letter of Intent and UMCP Agreement links below are
provided for suggested language. Many departments have included language particular to the
department. Both documents should include the appointment split between Academics,
Research and Extension. The documents should be emailed to Jessica Vernon, Patti Nitowitz,
and Tobie Hollander for review:

a. Letter of Intent (LOI): https://provost.umd.edu/leadership/forms-and-guidelines

b. UMCP Agreement (this will be included with the LOI to be signed
and returned for Chair and or Dean signature) - if startup is outlined in UMCP
Agreement, include a statement of “this startup package is conditional upon Provost
approval”:
https://faculty.umd.edu/appt/appointment-agreements

c. Justification if the offer includes a base salary above the max allowed

d. CV

e. Provost Start Up Request Form: https://umd-sysprovost.files.svdcdn.com/production/
files/provost/FY16 StartUp Request Form.pdf?dm=1748893248

f.  AGNR excel start up form: | https://agnr.umd.edu/about/facuIty-staff/administrative-l
bervices/agnr-admin-procedures-campus-policieS/I



https://agnr.umd.edu/sites/agnr.umd.edu/files/files/documents/admin-services/admin-docs/AGNR%20STARTUP%20REIMBURSEMENT%20WORKBOOK%20template_2.xlsx
https://umd-sysprovost.files.svdcdn.com/production
https://faculty.umd.edu/appt/appointment-agreements
https://provost.umd.edu/leadership/forms-and-guidelines

g. Detailed backup supporting Equipment and Renovation expenses requested in start up

Document review will occur in five business days. Upon review by the Assistant Directors,
recommendations for corrections or modifications will be communicated with the Directors of
Administrative Services or unit Business Manager. Updated documents should be returned to
Administrative Services Office for final review.

Once the corrected final documents have been provided to the Assistant Dean, the Dean or
their designee will inform the Department Chair to proceed with the formal offer if it is within
normal ranges for the department. If the salary is above the maximum for that rank of position
or the start-up package is significantly above the norm for the department, then Provost and
VPR pre-approval will be requested prior to the LOl and UMCP Agreement being sent to the
candidate.

Formal notification is required from the department that the offer has been accepted before the
Assistant Dean will send the start-up request and other formal documents to the Provost and
VPR for approval. Allow one week to transmit to the Provost and VPR office. Approval from the
Provost and VPR normally occurs within five business days.

Once final approval is received, the Department Chair and Director of Administrative Services
or Business Manager will be notified. The department will then go into Workday and proceed
with the steps required to close out the search.





